PERforM: Creating Annual Appraisals

Creating Annual Appraisals

From the Rater's Home Page in PERforM, he or she will click the Create New Appraisal link.
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This will take the Rater to a screen listing the employees he or she supervises. The Rater

will select the employee for whom an appraisal is to be created by clicking on the employee’s
name.
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The Rater will be taken to the Select Appraisal Type screen to select the type of appraisal

they want to create for the employee. The Rater will select the desired type from the drop
down box and click “OK.”
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PERforM: Creating Annual Appraisals

This action will take the Rater to the Create Performance Appraisal screen.

Falcoms - ALLAN FORBIS (ED3\Parform_BDS) yout role(s): Admin Reviewsr Rater

Administration Reports Online Help Log Out

Home Page > Select Emplovee - Performance Appraisals > Select Appraisal Type > Create Performance Appraisal

Create New Appraisal Hew to Evatuate and Rate Employee Performance Objectives
Employee Details Performance Objectives

Emplayee Nama SCROGGINS , CYNTHIA Job Titls TRAINING TECH IIT

Supervisor Name FORBIS | ALLAN T CIVE Description TUCP MERIT SYSTEM CLASSIFIED

Agency OFFICE ADMINISTRATION-OPER. Perceniage Fulliime 1.0

Organization DERS-STAFF Manths af Service 29.0 months
Performance Appraisal Details

Approgsal Type  Annual Rating Period  1/1/2007 - 4/30/2007 Overall Seare

Appraisal Staius Mew Appraisal Date  4/23/2007 2.22:36 P Chverall Rating -

1. Knowledge of Work

®1 020304050507 @3 @2 010
Petformance Objectives:

1. Seek and obtain necessary education to meet performance requirements

Comments:

2 CONDENSED SCREEN PRINT
(Not all Performance Components are shown)

Rating el 02004950507 @5 05 @l

Performance Objectives:

1. Adhere to the agreed upon worle schedule as part of the DIS Work Hours Policy.
2. Obtain prior approval for all annual leave

Comments:

Overall Comments:

3

|Appmisaf Status In Progress Overall Score Overall Rating

[Ca\culate Only I [ Subrnit ] l Exempt & Submit ” Aftachments ] [ Print Previev ] &
Back to top

Detail explanation about button functionalit

Using the Create Performance Appraisal screen, the Rater can:
1 Rate each performance component

2 Enter comments about the employee’s performance for each performance component
3 Enter overall comments about the employee’s performance during the appraisal period

4 Calculate the employee’s overall score and performance rating
5 Send the completed Appraisal to the Reviewer for approval

6 Exempt the employee from the Annual Appraisal (in accordance with agency policy)

7 Attach a document to the Appraisal
8 Print the Appraisal
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PERforM: Creating Annual Appraisals

Entering Written Comments on the Employee’s Appraisal

Written comments regarding the employee’s performance during the appraisal period may be
entered on the Create Performance Appraisal screen (or the Edit/Update Performance
Appraisal screen if the appraisal has already been created and saved), in the comment field
for each performance component and the overall comment field near the bottom of the
screen. To include comments, the Rater places his or her cursor in the appropriate field and
types their comments. The text is saved in PERforM each time the Rater saves the
appraisal. The Rater can change the text in the fields as many times as desired. The
amount of characters (letters and spaces combined) permitted in each field is listed below:

Comments for Components — 500 Characters
Overall Comments — 1000 Characters

Note: Written comments can be added, modified and deleted until the time the appraisal has
been approved by the Reviewer.

Scoring (Rating) Performance Components
On the Create Performance Appraisal screen (or the Edit/Update Performance Appraisal

screen if the appraisal has already been created and saved), the Rater can indicate a score
for each component by clicking next to the score they desire.

8. Management Skills

To review guidelines about scoring Performance Components, Raters can click the “How to
Evaluate and Rate Employee Performance Components” link near the top of the screen.
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To return to the Employee Petrformance Objectives screen for the employee you are developing objectives for, click the "Back to
objectives" link.
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PERforM: Creating Annual Appraisals

Calculating the Results of Performance Component Scores

At the bottom of the Create Performance Appraisal screen, there is a “Calculate” button to
calculate the employee’s overall score and populate the overall rating field. The score and
overall rating is displayed at the bottom of the appraisal. “Attachments” and “Print Preview”
buttons are grayed out until the appraisal is saved for the first time.

|Appmisaf Status Hew Chegrall Seare 5625 Cwerall Rating  Meets Expectation
I Calculate Only ] [ Submit ] [ Exempt & Submit ] o
Back to top

Detail explanation about button functionalit;

To save the score, the Rater must click the “Save” button.

This action does not submit (send) the appraisal to the Reviewer. It merely allows the Rater
to save his or her work. Similarly, saving the score does not prevent The Rater from
changing the score for any performance component if he or she elects to do so.

Enabling “Quick Scoring”

If the Rater elects to do so, he or she can enable Quick Scoring of the appraisal by clicking
the “Enable Quick Scoring” box and the “OK” button on the Select Appraisal Type screen.

Thursday, May 24, 2007 11:52:38 Ad Welcome - ALLAN FOREIS (BDE\Perform BDE) your rolels): A dmin Rewiewer Rater

Home My Ermployees m Administration Reports Online Help Log Out

Home Page = Zelect Employee - Performance Appraicals = Select Appraisal Type

Select New Appraisal Type How to Evaluate and Rate Employes Performance Objectives
Emplayes Name SCROGGINS | CYNTHIA Organization PEES-STAFF

Job Tile TEATNING TECH IIT Supervisor Tes

Select New Appraisal Type | Annual :_|

Enable Quick Scoring

This action will condense the appraisal so that only the rating or scoring feature of each
Performance Component is displayed. The performance objectives and comments field for
each component will not be visible.
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The following screen print shows what the open appraisal will look like with Quick Scoring on:

Productivity, Excellence and Results for Missouri

Thursday, May 24, 2007 11:53:42 Ak

Online Help

Home Page > Select Emplovee - Petformance Appraisals > Select Appraisal Type = Create Performance Appraisal

Create New Appraisal How to Evahiate and Rate Employee Performance Objectives
FEmployee Details Performance Obijectives

Employes Name SCROGGINS , CYNTHIA Job Title TRATNING TECH IIT

Supervisor Namsz FORBIS, ALLAT T CIVS Description TCP MERIT 5YSTEM CLASSIFIED

Agency OFFICE ADNIMNISTEATION-OPER Farcentage Fulltime (E)

Organization PERS-STAFF Months of Service 29.0 months

Performance Appraisal Details

Appraisal Dpe Annual Rating Feriod L2007 - 6i20/2007 Chverall Scare -
Appraisal Siatus New Appraisal Date 5/24/2007 11:53:42 AWM Overall Rating -
Appraisal Start Period 01/01/2006 Appraisal Bnd Feriod  12/31/2006

. Knowledge of Work
. Quality of Work

. Situational Responsiveness

. Initiative

5 95 97 85 @7

Appraisal has been saved but has not been subrmitted to the Bewewer.

[Calculate On\y][ Submit ] [ Exempt & Submit “ Attachments ” Print Preview ] &
k Back to top
Dietail exnlanation ab‘._m*\clickthis butkon to retain the latest changes.|
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Using PERforM’s Attachment Feature

The Rater can attach a document to the appraisal in PERforM once the appraisal has been
saved for the first time. To include an attachment, the rater clicks the “Attachment” button on
the bottom of the Create Performance Appraisal screen.

[ Calculate Only ] [ Submit ] I Exempt & Submit l [ Attachments I\] [ Print Preview ] &
Back to top

Click this button to add, view or delete appraisal-related
documentation.

Dietail explanastion about button functionalits

A new screen will pop up prompting the Rater to select a document to attach.

| http: Hperformuat.oa.state.mo. us - Attachments - Microsoft Internet Explorer

Productivity, Excellence and Results for Missouri

Add Attachiments How to Add Attachments

‘Name SCROGGING |, CYNTHLA Dt 05/24/2007 DBpe  Annual |

Click ‘Brawse' o select a file then click Upload File'to attackh the selected file.
Maximum attachment size » 1000KE - Maximum attachmenis allowed for each appraisal 3000K8

H Browse...[\] [Uplnad File
0% of 3000KEEB Used

< | &
@j Daone 0 Internet

When the Rater clicks the browse button, he or she can select items from their own pc or the
network to attach.

Choose file @

Look in: | »j ty Computer j 0 ? s -
2 ._531,"; Floppy (A:) égwebapp on 'oa-modata’ {%:)
5 “e Local Disk (C:) ;"gOaFile on 'OAPRIME {Oaprime) (Y1)
My Recent 2, DVDJCD-RW Drive (D:) S 1sfile o 'OAPRIME (Oaptime)’ (Z:)
D ocuments

e netdata on 'oas B
@ =:gnetapps on 'naspserverz (Fi) %
=% samii br on ‘oaspserverz’ (H:)
Desktop =:"gBmokS:t on 'OAPRIME {Qaprime) (K:)
= =_ﬁweb app on 'saniidey’ (M)
y =% C4 on ‘samiidey’ (P:)
=% udbscripts on ‘modata’ (Q:
ty Documents :: D . . @
%, nasam i on ‘oagui’ (R:)

;"gtest on "oaspserver2' (T:)

3113 S#intuithr on ‘moservert’ (1)

Mo S S hollands on 'oainstall' (4:)

21 on ‘samiidew’ (W)
My Network, File name: | j Open |
Places
Files of ype: — [all Files [+ =l Cancel

6
State of Missouri - Office of Administration - Division of Personnel



PERforM: Creating Annual Appraisals

Once the Rater locates and selects the correct file to attach, he or she will click the “Open”
button.

Choose file

Loak in: @ Desktop j L] ok EB-
r GMy Documents IE__]Di:
! :} My Camputer T [o
MuRecent | €dmy Network Places e
Dimmumis mncrobat Reader 5.0 g HF
@ gl Adobe Reader 7.0 e HF
ﬁBurn D & DYDs with Roxio &HF
Diesklop E}Mozilla Firefox ¢
- FErcomm 8
‘_j A Track-T 6,0 HR B,
Clwinzip By
iy DeEElE [Cmopas 5-10-07 o,
(yvivre @__]Oa
i! lﬂ_jchange to --Annual Performance Appraisal Status Detail Report,doc IE__]OJ
My Computer dh2.mdb o,
it AT
R z
by Metwork File name: |Discussi0n item.doc j Open
Flaces
Files of type: |AII Files [*.7] j Cancel

The file will then be selected in the browse drop-down and the Rater will click the upload file
button to complete the process.

A http:/fperformuat.oa.state.mo.us - Attachments - Microsoft Internet Explorer

The Missouri State Employee Online Performance Appraisal System

PERM

Productl\nty Excellence and Results for Missouri

Add Attachments How to Add Attachments

|Name SCROGGING | CYNTHIA Date  05/24/2007 Tipe  Anmual ‘

Click ‘Browss'fo selsct a file then click "Upload File' o aifach the selecied fils.
Maximuon attachment size : 1000KE - Maximum attachments allowed for each appraisal 3000K8

Ch\Documents and Settings\BrookS\Desktop\Discussion item. doc H Browse... } IUp\oad[FiIe

0% of 2000EE Used

@ Daone e Inkernet
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A message will be displayed that the file has been attached.

o

a2 http:f/performuat.oa.state.mo.us - Attachments - Microsoft Internet Explorer,

The Missouri State Employes Online Performance Appraisal System

PERoN

Productivity, Excellence and Results for Missouri

Add Astachments How to Add Attachments

‘Name SCROGGING , CYNTHIA Date  05724/2007  Tpe  Anmal |

Click '‘Browse'io seleci a file then click 'Uplaad File' o attach the selecied file.
Maximum attachment size : J000KE - Maximum aitachmenis allowed for each appraisal 300088

“ Browse.. ] [Up\oad File
1% of 3000KE Tsed

File attached [}g

1. Discussion item 2%

<
B nternet

@ Done

Routing the Appraisal to the Reviewer for Approval

All appraisals are “routed” to the Reviewer by clicking the “Submit” button on the bottom of
the Create Performance Appraisal or the Edit/Update Performance Appraisal screen.

Lppraisal has been submitted to the Reviewer for approwval
Q

Calculate Only ] [ Subrmit [\_| [ Exempt & Submit ] [ Attachments ] [ Print Preview Lt
r Back to top

Click this buttan ko send the performance appraisal to the
ctionjReviewer for required action,

Detail explanation about button fian J
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